
Timesheet Portal User Guide 

Logging In

1. Enter your username and password into 
the FastTrack login page as shown: Your Login 
details will come from :

noreply@manpowergroup.co.uk
 

2. Once your details are entered use 
the login button: 

3. You will now be prompted to change 
your password: 

4. Once you have re set your password you 
will be asked to login under your new 
credentials:

 



Submitting A Timesheet

1. Once logged in you will need to navigate to the Time and Attendance option in 
the top 

2. From here you will need to click on the available timesheets section and select the week you wish to 
submit hours for.



3. You will now see two options at the bottom of the screen, Attendance / Absence Section and 
Additional Item Section. Please use the Additional Items section to select the relevant pay item for 
your time worked. 

4.a Hourly rate workers - Select the relevant items (rates) for each day worked and add the units 
(hours) worked in the Quantity section. 

If you have multiple rate items (e.g., Standard, OT1, Sleep-in), you can add more than one item per 
day.



4.b Daily rate workers – For each day worked enter 1 unit in quantity or 0.5 for half a day. 
If you didn't work for one of the days leave Quantity blank. 

5. Once you have completed your hours or days you are now ready to Submit for your Manager to approve:



Recalling A Timesheet

1. Navigate to the ‘Time and Attendance’ option in the top right

2. Navigate to Submitted and tick the box next to the timesheet you need to Recall:

3. Then hit the recall button:



4. The timesheet has now been recalled and will sit in the incomplete section:

5. Your timesheet will now be available to amend and re submit (please note this can only be 
done if the timesheet has not been approved 

6. Once you have made the required corrections, you will need to resubmit:



Submitting An Expense

1. Navigate to the Time and Attendance option in the top right

2. Navigate to your Available Timesheets:

3. Navigate to the Reimbursement section under Additional Items where you Submit your 
timesheets:



Submitting An Expense4. Select your date from the drop-down list:

5. Please select appropriate item from the drop-down menu – NB The VAT box will remain as 
0 however, the appropriate calculations will be shown on your payslip

6. Upload all documents or receipts On the timesheet there is a section called 
‘Attachments’. Docs/ Receipts can be uploaded here as needed. 

7. Save if you still have hours to submit for the week or submit if you do not.   



Viewing Historical Timesheets

1. Navigate to the Time and Attendance option in the top right

2. Then navigate to the Historical timesheet section:



3. If you want to view previous Timesheets that do not automatically show, you will need to adjust the 
date parameters.



Leave Portal

1. To process approved holiday requests and to process sick days navigate to the leave request icon 
on your home page. 

2. To view your current leave balance, select Leave Balance

3. To process leave, select the Add+ button 



Leave Portal
4. Select yourself from the Payee dropdown box.

5. Select absence type from the dropdown box and then enter; Start Date, End Date, Shift Start Time 
and Shift End time  



Leave Portal6. Once you have entered this information the leave calendar will populate, and you are able to 
submit. NB If you are processing leave for a weekend please unselect “For Weekdays Only”

7. Once submitted it will be processed on the relevant weekly timesheet. If you have submitted a 
holiday request it will be paid, should you have enough accrued hours.



Payslips

1. When you login to your home screen you will need to navigate to the payslip section in the top 
right-hand box of the page as shown below.

2. Navigate to payslip list

3. You will then see a list of available payslips, if you click on the actions button you will see an option 
to preview
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